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Introduction to eMARS 3.9

1 - Orientation

The newest version of Advantage Financial, eMARS 3.9, will be available upon beginning of
business Tuesday, April 17, 2012. Users will notice that the application looks different, but
much of the functionality remains the same. In addition, some new functionality has been
added to aid users in their daily business processes. This course will focus on how to navigate
through the new User Interface (Ul), documents and tables.

Learning Objectives
At the conclusion of this session, you will be able to:

Understand enhancements to the User Interface

Locate Documents and Tables

Locate and sort records on Tables

Navigate and understand the enhancements to documents
Utilize new navigation techniques

Changes and Improvements

Users will not notice major changes to the eMARS data. Historical document and table records will
exist in eMARS 3.9. Basic Navigation is the biggest change along with some new functionality which
may be covered in other training courses.

New color scheme, more contrast

Larger font

Collapsible Navigation Bar

Enhanced Document and Table navigation
Jump To

Vendor Transaction History Table
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Logging In

Users will access eMARS via the same URL, emars.ky.gov, User ID and password.

Login Copyright© 2001, 2011 CGI Technologies and Solutions Inc.
All Rights Reserved.

Use of this software is subject to CGI Technologies and
Solutions Inc. license agreement.

Password: sessscccccs AMS Advantage® is a registered trademark of CGI
Technologies and Solutions Inc

Add AlS Advantage to vour Favorites

User ID: PZV0008

Login ' Reset l

2 - Basic Navigation

The eMARS Home page may look a little different, but users will find little change in the secondary
navigation. Current page codes, document codes, favorites will all remain the same. Workspaces may
change some depending on new functionality utilized by functional area.
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Primary Navigation

The Primary Navigation bar is always visible and includes useful tools like the Jump To feature, Home
link and Log Out button.

Jump to itﬂ: @HIIN égr-;::;:«;,,;.: Q:—-C‘é%’f~f.xl'f kt_r’ App Help ‘.f About kuj

Jump To

The Jump To feature allows users “jump” or “leaf’ to other pages without having to abandon the current
document or page. Other notable points include:

@ Mustknow the exact Page Code or use pick list to locate page @

j§ Context Sensitive - will transition to data on “target” page based upon data on “source” page
o Example: Fund Table opens to fund present on document

jj Leafing history retains last 5 pages
o Back link will navigate to the previous page/leaf
o Neither data or position within document or page is lost

j§ Auto-Transition to Budget Lines - in most circumstances, the Jump To will transition to the
specific budget line on the budget inquiry page provided all required chart of account elements
are present

Home

The Home link will navigate the user back to the opening home page from within any document or
page. Please be aware that the source document or page will no longer be visible after clicking the
Home link. However, these can be retrieved from History.

Personalize
The Personalize option provides the ability to organize Favorites.
Accessibility

Advantage Financial contains built-in accessibility features to support the Federal Governments Section
508 requirements.

App Help

The App Help link opens a help page where users can locate information regarding all functional areas.
Please note this information is not Kentucky specific.

About

The About links provides AMS Advantage Financial Application Version Number. Upon go live
Kentucky’s application version number will be 3.9.0.0.

Log Out
The Log Out button will properly log the user out of the application. Q

50f 19



Introduction to eMARS 3.9

Secondary Navigation

The Secondary Navigation panel allows users to navigate to multiple areas of eMARS, including

Worklists, Table/Pages, Documents, and Broadcasts.

’ eMARS 3.9 Production Financial

¥ Message Center
[#] Search

[# History

[#] Favorites

[+ Administration

Message Center

The Message Center allows users to reach Worklists for document approval and retrieve printable
PDFs (Forms) of documents. Forms are discusses in the Other Features section of this manual.

Search

The Search area contains Page Search, Document Catalog and link to infoAdvantage.

History

The History area contains a log of documents and tables/pages opened while working in eMARS.

Favorites

The Favorites area allows users to set frequently used tables/pages for easy access. To set a Favorite:

Open the table/page you want to add.
Right mouse click on the table/page

Select Add to Favorites

Name your “favorite”

Explorer User Prompt

Field Level Help
~ Show Description

Page Help

Print Page

Add To Favorites

To Favortes
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Administration

The Administration area provides the ability to manage your eMARS password. Please note that users
will be automatically prompted to change their password every 30 days. Passwords must be between
8-16, alpha-numeric characters, contain at least one lower-case letter and one of the following special
characters (period . at sign @ pound sign # dollar sign $ percent sign % hyphen -).

3 - Table/Page Navigation

Tables/Pages are accessed through the Page Search within the Search area of Secondary Navigation.
Users may enter the exact Page Code if known or use the Category and/or Description to search.

Welcome, Barbara Aldridge

Select
eMARS 3.9 UAT - Financial Functional Area
@ Message Center from Drop Down
[= Search Camzl i
Page Search Page Type [ Use Key Word
@ Document Catalog Description : and Wildcard *
infoAdvantage Page Code :
: Use Page
. e Code w?th
[+ Favorites Descriptiof VVildcard® |page code
[#] Administration v 1042-S Reporting Information 0421
1042-S Reported Income 1042R
1042-S Type of Income 10427
1042-S Withhelding Allowance 1042w
; 1099 Reporting Classification 1099CL
1 te an ment Parameters Table 1099D
1099 Backup Withholding Exemption 1099E
1099 External Reported Income 1099ER
1099 Reporting Information 1099I
1 R nq Information Pick 1099ICST
First Prev Next Last
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Multi-Sort
eMARS 3.9 tables have a new multi-sort feature that provides sort options on multiple fields.
Notable points:

j Sortable fields are underlined

| Default sortis in column order

B Right-mouse click to select Multi-Sort option

Fund
Fiscal Year Fund Hame Active Effective From Effective To
2007 0100 GeneralFund " Yes Fieid Level tieb
2007 O1AP Abandoned Property Fund Yes Show Description
P H
2007 OINE Unredeemed Check Fund 0100 Yes Mo Y
Print Page
2007 0301 Adair County Debt Service Fund Yes : 2
Mutti Sort
2007 0302 Allen County Debt Service Euadlas AddTo F 2
First Prev Next Last Right Mouse RUBALES

Click
Save Undo Delste insert Copy Paste  Search
v General Information

‘Fiscal Year : 2007 gjg Effective From:
*Fund : p100 = Effective To:
‘Name : General Fund Active : [
‘Short Name : General Budgeting: [
‘Bank : a1 & Component Unit: [~
‘EFT Bank : g1 2 Pool Fund : [~
‘Master Bank : g1 2 Major Fund: [~

FY Beginning Balance :

General Capital Assets (GCA) Fund : [y

The multi-sort selection window appears. Select the new sort order and click Sort

/> Multiple Column Sort - Windows Internet ... E”E”ZI
b

| &

v

-

Ascending V[T

Ascending

| v

Ascending V|

& Internet

d Ve F100% ~
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Drill Down and Export Functionality

Drill-down options are available on cash and budget inquiry tables. A Magnifying Glass is visible where
drill-down is present.

Allotment Program
BEY CAFRFundType Cabinet Function Group Function Type FundType CurrentBudget Encumbered Actual Expenses Unobligated
v 2012 RSTD % 7580 TS8M 1300 $4.125.20000 $842.050.83 $421641.28 $2.885,188.09

First Prev Next Last

Search OB
v Budget Actuals
Burchase Reservations ; 0 00 <4 Uncommitted; 52 248 361,69
Pre-fncumbered : 15,305 40 <3 Unobligated : 52 £55,168.09
Encumbered : 5242 09063 < Unexpended Cash: 53 708,552 97
Aggryued EXpenses ; 51264 25 {4, YJDUnexpended Accrued: 53707 253 72
Cash Expenses : 420,247 02 el Unexpended Accrued; $3 707,255 72

Actual Expenses : s:21 941 23

» Budgeted Amounts

b General Information

52
¥ Modified Budoet Ling Controly  oF Aliotments  F NextLeve! F Previous Leovel
¥ Alloamant Program Symmany

When the Magnifying Glass is selected, a Detailed Transactions window opens with a listing of
documents that makeup the corresponding value. The list is sorted by the most recent document to the
oldest document.

Detalled Transaction Listing

Doc Code Doc Dept Doc 1D Document Identifier Encumbered

v CT 758 1200000089 CT 758 1200000098 2 $62,500.00
PON2 €20 1200000404 PON2 £40 1200000404 $12.000.00
0o £40 1200005079 DO $40 1200005075  $10,000.00
PON2 [ 1300000001 PON2 758 1300000001 $15,000.00
PON2 758 1200000608 PON2 758 1200000803 $5.000.00
PO2 788 1300000002 PQ2 758 1200000003 $2,000.00

Firat Prev Next Last Q_q_\-a_nml
Search

Doc Code: o7
Doc Dept: 755

Encumbered $52 50000
Doc 1D : 1200000088

Lok || cances |
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eMARS

Selected tables/pages have a Download link available which exports the drill-down or search results

into MS Excel. Simply click the link and the search results open in MS Excel.

0 " | s "o 578 Trinudl e S
)
- row Imert P10 aviw Forwatst Dute Revew View Lve Oftca a3 ‘osom P "X
= Y . = - ” i 3 2l w4 - X Asodam
5 5 San: Sesf < 135 - (AT A -y P or W Test Senernd . 45 o ! : - < .
— 2 Com i o O T ir J 3ra- ( \}}
Pate . il = . L e & . . Contimgnd Farma  Sell ey Deiee funa sots fecd
. J Povwat Pairter LAt G = B 3[R R, [l Herge & Contar $ LR B Fomatting ~ s TaoM * Stytes » - » - L Canr~ e~ Sebent~
Opyaas ' e “opremare . amm . Ty Caty tatey
Al - S | Budget inguiry Repor 3
’ A 3 [ 0 E F 3 H I J i
1 Budget Inquiry Repont
Depawtmert
Docunendt Code Cade Docwnent 10 | Eacumbered __ ConcatKery Tabde Las! Dale
4 R .2 =8 | 200000270 S50 X1 2080 IRET ™33 753) 7584 13007 FROT7SE 1 300000270 JNVAN2 221 E
. ¥ »a 100000089 <2500 201 208 TET O30 T T 100" PR TN 0000000 VXN B
& PON z e 1 200000062 3500 X1 208 3TRET I I3 TNA) 758 13007, FONS" MR X0000CES XN 2 151954
PON2 3 b | Z00000059 3400 X | 200 TRETD 33 7587 7554 100" PONS T8 1 00000058 YITAN2100¢3
8 me 4 *a  Nowoes | 22,081 71 200 TR T30 T TR0 PR U X000 8 1 22wxn: 2% 20
9 00 5 =8 T:«mmr_. STOAN %I 000 3TRET "33 TSA) TS T13007 00 T 7587 000001 85 2NN 125 6
19 0 of ar ] 1 2000007 63 168 3] 200 TRET D33 7580 7584 1300, 0O 741 2000001 93
L o B T () et S0 X 208 YR ) A TRRY T 10 PO T 00N
12 02 o e 'f:m*l 000X | 208 3TRET I3 7580775 13007, P02 TS 1 300000014 2 %0
1) R Y s | 00006278 S00.3C1 208 TRE T3 7500 7584 Y0 PRO TN 20000004 W07 v &
1 02 o8 Nooeooeeey | 2000 X106 YREYY I TSN TS0 PO TS Voo | VOon2isxe
14 0 BT I -connocas 20 X008 TR T TR e 0 D28 WTCO01Y 1363

4 - Document Navigation

Documents are located via the Document Catalog. All documents currently existing in eMARS will still

be present on the Document Catalog once eMARS 3.9 is available. Document navigation within
eMARS 3.9 has been enhanced to give users options and permit a larger work space for document
entry.

Accordion View vs. Document Navigator

The standard Document Navigator users are accustomed to today will not be visible when the
document is opened. The Accordion View is the new option for navigation.

All documents will open to the Accordion View. However, the Document Navigator is still accessible
from within the document itself.

Byl Recusst CommcadhBased(MC) Dept 52 On 1200000277 Verz | Murcsom Nrw  Mase Dat ad
|

Hoader
Accountag Distr Duton Totel Lines & Jobibntior Live sone  Dstrbnt o0 Pereeriage sae - ®
L Tomibnes | VerderLmei | Vencor Cuntoar V0000954004 Logul Bame: AP%%La0ma s A RELITS Accord ans n
Comnncdty Tomitmex: | Zommodt Unes | CL Doscgtion Anchers Dxpmaee Shamcs. Medy Scts fuge Tegpe Bets  Commoditye 22000 3
Accoumtng Totel Lines: | Accounting Lne: 1 Totel Line Amount 51250 00 Line Clased Anount 1004 ]
Fostm) Tott Lines | )

Notable point regarding the Accordion View:

B Accordion (section) is expandable via the sign
o Documents will open with the Header expanded

@ Accordion provides high level detail regarding the section
j§ [ndentions represent Parent/Child relationship

10 of 19
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For users who prefer to navigate using the Document Navigator, simply open the navigator using the
arrow visible from the far left side of the window.

The navigator will open with the same sections as shown via the accordions. Please note that the
accordions do not disappear and can still be used for navigation purposes. The Document Navigator
can be closed via the red X. The Maximize/Restore icon can be used to maximize each section in
order to provide the most work space for data entry.

Pymt eames CommodtyBasedrPAC) Dest TS5 Or 1200000277 Vers | Fusesom fes Phasel Dt _'»,_

MaxmnezeRestore -
{ = y |

EL s e |
ACTowtrg Cuts toe
R i Sonon ptommeten |
Corrosty oo - 3
oChse Nawgator I Jocumerny lare: Fre-Procesmn) Alowea [
AllOwrDr g
] Acual Amount 5229000
hawy Becord Date- o
Retenage Lvouat (F 5000
Bx n:
| e Do Lomoumt (- 3000
‘ Tiaaw Year
Porakyr terest Amount | £ 5000
Perod:
Baccvp Vamhodsir Lovouat (.5 5004
Bark Ascoant: @
- CoMaet VWIhokseg Losount [} 3000
‘ Aiteniig Profe s Itarcept Aemcont (-F 5000
Rostacomere [ Achniad Tad rom Descount 3004
FCaed dqymere [ 290 Tan VAInDeds (-3 5200
PCMa Arewatrano So'aultt interzept foe Amount -k 5000
Chied Athosty: TAP1114.9 @ SuspheTentary ercept fes Amewnt. b 5004
Seat by crareCoeny Parmment Ao ount i=p 1229000
Covt act Vsmhok vy Exermpe [ Curnandng Amcant 5229 00
Decurment Coscrgtion: . .o Closed Ameunt 5504
Referented Ameunt 5000
Zixves Sate
|
R e i 9 e LCME ACIOwIrg Pt
ACzouitng Destaduson Tot Lives {  Dustnbasson Line: wore  Desinbusos Percentage: soce ®
Vexor Totdbives 1 YVeneor Liner  Vendor Cotioven ((OI0) 054 Lopel Mame: APPGLALHAN WREILESS 8
Commosity Tordlims | € @y Line | CL o #omen L Sheia Noly Dets xga. Topgw Dets  Commomty: 12018 10}
ALCmnirg TotsLives | Acccunting Line Tota Lew Amcans 1221000 Lme Oosed Amownt: 34 00 1]
Postiag Total Liven 1 8
(cos| |D vesee] I} iet| |Ggowas) L@ pma| Frocasseg v | |venton = | |Frav | € com |

Tab View vs. List View

Another navigational option is to move between document sub-sections using either the Tab View or
List View. Each document will open up using the Tab View. Users can open the List View by clicking
the List View button in the top right corner of the documents.

= List View l

110f 19
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Dotz i

S~

Pro-Processiy ASowed: [~
Ated Amovnt; 52750 30
Terinage Avound () 5 00

List View
Py Neauet Cemmooe/SessdlMC Dapt 755 OF 1CEEOTI Ver. © unetises tiew Prase Tt || =] WL e L R T —
Crangeback L
.......... _/ to Tab V ew
—! Gereral noreaicn
Dotument Sarme: Fre-drodessmg Alvwes [
Actusl Armoumt: 5229208
Recorc Gote: o Ftanage Ameu (K 5 3¢
Sudou v Oucount Amece (e 3038
Pocat Yoor: Pesatyinterest Ament (k5 3¢
Poded Backep: Wicidng Amscer (: 30 3¢
Slaak Actoime 2 Convact Wimdiding Ameen (K 03 [ e
Avesuntng fyolle: & Wereapt Ameurr (89 3¢ scaroll down to
Replacomens Aduated Tax from Dmcoant: 30 3¢ el b
FCaca Prymane Une Tox Wvielc () 03¢
FCard Admraator Detasti vaarcept Foe Amun () % 3¢
d Ched Awthoryyt “9111.42.L0.0 E 3 Suoglery e viay e copt fee Avourt( ) 30 ¢
Trad Percrase Graty Paywact Arveurt (+): 52293 03
ComastVumtodng Leemps Owetanang Amoumt 12 262 0%
Jocarvert Descrodan . s Closed Aromt: 30 3¢
etererced Amomt: 30 3¢
/’ Closed Dwe:
—" ey
Payea Yensor: £ Y Seyee Cortact £ &
Payos tame Iayee Contact Rame:
Payes Alas DDA Payes Prone bumoen:
Pryes Address © A Payse ihwe it
Prane Acirnss Lice 1: Feyee Fos bumsen:
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Details or No Details

Using the Details option is another good way to maximize your screen viewing as it only shows one line
of information at a time within each section. This option is good for multi-line documents. Use the

“push-pin” to open Details. n Then Use the “eye a to expand the detalils.

1 Anetary, Dapansas Sheme Vndy Bots Muga Tegie Bots xnoe T8 peces L ‘ ]
B at vew
m Ramencd  Faed 32008 Niery Refptence | muoite AN | AQ wenant Sstwerce | Diacsunt Tamg | ACO00NGE Aroents | Tar termanon - Fimc Asset infourancs
Retainage Terms
CL Coscnption:  anchers, Exosssen Sneus, Vol Recaived Service From Datec 14040000 B
Bota Pugn “oggn fol |
Fecoied Servee To Dater 1406000 hiu |
Commonkty: 13010 { >
= 2 Tex Peafber =
S0k 1o Sefhc y

Supptior Part herrber: A

Select the “push-pin” again to view all lines

Other Document Features

eMARS 3.9 offers a variety of new features on the document to aid in document navigation and
processing. Some are new and some are just in new locations.

Quick Switch
The Quick Switch feature allows users to move at the “child” level between “parents”. For example,

while within the Accounting section for commodity line 1, the Quick Switch feature can be used to
switch to commaodity line 2 while still within the Accounting section.

Commedn Lire  CL Deserpon i
| Ancten, Criasscs thetie Uchy Scts Muge Topge Bets 12010
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Buttons
Display buttons will vary based on the document status, accordion and the details setting.

Accordion specific buttons include:

A save I <) Undo [S4 insert lew Line | | G4 Insert Copied Line ‘ E4 Edt with Grig

Document buttons are always in view and include:

5 Copy] A VawaleJ £3 Subm(l [ Dcscaral

=) pm(l Processnng Workﬂowvj FuevJ (X | Closel

Users will find common functions currently used are now in the form of buttons rather than links and
may be in different locations on the document.

Pick Lists

Users will find many more “pick lists” available on documents. “Pick-lists” are represented by a green

arrow icon. Clicking on the icon will open up the respective reference table. “Pick-lists” are available
throughout each document and now available for every chart of account element. =

—_

Type Ahead

The Type Ahead feature is available on most fields. It provides letter by letter filtering on selected
fields. Forinstance, when searching for an object code, type in the Object field “E32” and Type Ahead
will filter the object table for all entries beginning with “E32”.

Object: E32 ﬁr
oty E320 : Inventory Adjustments
Suob, n >
e ) | E321 : Office Supplies

Dept Object: | £322 - Ciothing & Pers Supp-Non-Emp
E323: Janttonal & Manten Supplies

£323 : Medical Supplies

E32S . Chemicals & Labratory Supplies
£326 : Household And Kichen Supplies
E327 : Rec/Ath/Theat/Musical Supplies

£328 : Classroom Supplies

E329 : Agric & Botanical Supphes

14 of 19
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Edit With Grid

The Edit With Grid feature provides a “spreadsheet view” from within a particular document section as
to provide easy data entry particularly for multi-line documents.

| E4 E«wmsm]

CL Cesanguion Ut of Weasure

e “

Yoty Seel w2 €

Use the Tab key to move from field to field.

Document Errors

Document errors appear at the top of the document once it is validated. The error bar defaults to one
line and shows the errors with the highest priority first (Severe, Error, Overridible, Warning,
Information).

Vi ALY of 210 Object i requred
Pymt Request-CommodityBased(PRC) Dept 758  1D: 1200000272 Ver: ! Functioe: liew Phase: Draft ;’

The error bar can be expanded by selecting View All, but it no longer opens a separate window.

Sevenn, Campuoen Liw fwesbes Overte e Desenigton x|
®ow COC_ALTS b e - Dot e res -
AR ] PEDCC COm R ine LLOM Leed - O80T BVace 85003 15 VeAser mioce Reguiny (A1008 v
b Vigreng pEpcccoOm 0 MEMOUe sofuirel - Jencst mvrce acoed 12 Vender mice Regatsy (A1208 -

Selecting the location link will navigate to the problem area of the document.

Accouning Lve Tots Line Arnourt Lo Ooned Amount Outrtasdng Amount nteresl inslodie Paymere Tipe
RS0 2090 2390 e B "

From it { Yoim | oo be 0-}

B cetven |

v s T T : .................. e S

o T um ............ S ................... —— %

e o 2 Seprt Ctgect * Degt Reverue: *
Apge I 2
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Printing

The Print button located on each document will generate a PDF within Document Forms provided a
print form exists for the document.

Print
Print Output Type pp# v
Print Job}f Commodity ",}
Print Resource'i PDF fiie generator |V | Printable Form
View Forms Seledtion
View Forms Description
Print KCance|

The PDF is no longer saved as an attachment on the Document Header. Instead, the PDF is found in
Document Forms located within the document menu options.

Pymt Request-CommodityBased(PRC) Dept: 758 1D 1200000272 Ver.: ' Function: New Phase: Draft

B 4o0 1o Favortes
A Page rep

=) Document Comments

Document Menu
Options

Document Attachments

&

@) Cocument History
Document Name: Pre-Prg
Document Raferences

General Information

Document Future Triggering

Record Date: i} Ret
Document Forms
Budget FY: —

Open the PDF by clicking on View PDF.

View Forms

Browse Ciear ¥ Refresh
Doc Code : pa¢
Doc Dept: 7c3
Document 1D : 1200000272

Description :
Status Description Doc Code Doc Dept Document D File Name
v Pending PRC 758 1200000272 PZV0008_204_PRC_758_1300000272_1 View POF

First Prev Next Last

16 of 19
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5 - Other Features

Show Description/Show Details

Select Show Description via right mouse click in any field with a populated value. A description of that
value will appear.

General Information  Reference | Fixed Asset Intent Reference RAV FaooleIihliisTs]

Fund: 13HS AN
Page Help

Description for:

Show Details *—

FUND_CD: 13HS
Print Page Finance el ARS Customer

wplon:
Descriptio Resource Center

Department: 753

Field Level Help

Unit: D753 Show Description

Select Show Details from within the”Description for” box and the related reference table will open to the
exact value.

Fund

Fiscal Year Fund Hame Active Effective From Effective To
v 2012 13HS Finance eMARS Customer Resource Center Yes
First Prev Next Last

Save Undo Delete nsert Copv Paste Search @B
< General Information

‘Fiscal Year: 7912 ‘4_).1 Effective From:
"Fund : 1345 Effective To:
‘Name : Finance elARS Customer Active : [y
‘Short Name : iy e)l4RS CRC Budgeting: [
‘Bank: ga §J' Component Unit: [~
‘EFT Bank : A .._@.' Pool Fund: [~
‘Master Bank : g R Major Fund : [~
| FY Beainnina Balance : o an General Canital Assets (GCAY Fund + £7
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Vendor Transaction History

The Vendor Transaction History (VTH) table is a new table in eMARS 3.9 that provides multiple ways to
search vendor transactions. Notible points include:

j§ Multiple searchable fields

o Narrow search as much as possible

j Links to other useful tables available

@ Displays both accrued and cash expenditures

i Documentlinks will open the document provided the user has security

 ‘Download” link available
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Forms

The Forms area from within the Message Center provides the ability to print a document form without

having to open the document. Simply search for the Document ID within the Forms area and the PDF
link is provided.

o
= Message Center
B hbox Browse Cisar ¥ Ratrash
Adert
s Doc Code : pac
Broadcasts Doc Dept : 7<=
S0
Workist Document ID: 43272
forms Description :
& Search
& Hist Status Description Doc Code Doc Dept Document D File Name
& History
v Pending PRC 758 1300000272 PZV0008_204_PRC_7S8_1200000272_| Vew POF
& Favorites
First Prev Next Last
& Administration
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